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Subject Details and Subject Actions

Owning relationship required and one of the following  
Industry roles:
• Security Officer
• Security Manager

Within the Subject Details page, select the Subject Actions drop-down menu and  
select Initiate Investigation Request. See next slide for closer view.

1

1. Select  
Subject Actions.

2

2. Select Initiate  
Investigation Request.
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1. A new tab called Investigation Request opens. The first step in the wizard is  
Investigation Scope.

Investigation Scope

2. Use the drop-down menu to select a Requested Eligibility. This functionality  
applies only to security cases.

When you select  
Requested Eligibility, the  
Select Eligibility drop down  
menu will give you three  
options: Secret,  
Confidential, and Top  
Secret. In this example we  
will select Top Secret.

1

2
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Tier 5 Initial Investigation Example

1. On the drop-down menu to select an Investigation Type. As the Requested  
Eligibility is Top Secret, it will default to a Tier 5 Investigation.

1

2

2. Investigative Requirement field will auto fill Initial or Reinvestigation. For  
this example, this is an Initial investigation.
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Tier 5R Reinvestigation Example

2

1. Select Top Secret.
2. Tier 5R will auto populate if there is a check in the Periodic Reinvestigation box andReinvestigation  

will show in the Investigative Requirement field.

1

X

The Break in Service check box will be checked  
automatically if applicable.

3
3. Select Save to save your entries on each step. Select Next to  

continue to the next step: Additional Scope Investigation.
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Tier 3 Initial Investigation Example

1. Select Secret.
2. Tier 3 will automatically populate.
3. Investigation Requirements will automatically show Initial if there is no  

previous investigation.

1

2

3
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Tier 3R Reinvestigation Example

1 2

1. Select Secret.
2. Tier 3R will automatically populate if there is a check in the Periodic  

Reinvestigation box.
3. Investigation Requirements will automatically show Reinvestigation when

Tier 3R is selected.

3

X
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Save and Next Button

1. After you have completed the Investigation Scope section make sure you  
select Save before selecting Next.

2. Select Next to move to the section Additional Scope Information.

1

2
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Scope Information

4

2. From the drop-down menu select an Applicant Affiliation. Select Industry.
3. From the drop-down menu select the Security Office Identifier (Select

other Adjudication Offices).
4. Include Contract Number.

1. Use the drop-down menu to select a Nature of Action Code. Select from  
the drop-down menu Contractor.

1

2

3
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Select the Calendar icon to select a date for the Local Agency Check  
and the Nature of Action Date.

Local Agency Check
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Note: The Submitting Office  
Number automatically fills in  
with the default SON for  
industry or non-industry.

Additional Scope Information

1. Type information into the remaining fields to complete the second step.
2. Only Contract Number is required.

2

Select Save and select Next to move to the section on to the Treasury.

1
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Treasury Account, which is entirely optional. Use the calendar icon to fill in the  
Beginning Period date and the Ending Period date.

Treasury Account Information

If information imputed, select Save and select Next to move to  
Coverages and FIPC step.
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The fourth step is Coverages and FIPC, which is also entirely optional, and Special  
Handling Instructions.

Select Extra Coverage and FIPC

You can only add eight Extra Coverages/  
Advance Results, and five FIPC. Otherwise,  
you will receive an error message.

DEFENSE
COUNTERINTELLIGENCE
AND SECURITY AGENCY

Jan. 2021



Select Extra Coverage

2. To move items from  
Available to Selected,  
select the add icon.

2

1. To select an Extra Coverage/Advance Results or an FIPC, select on the selection  
and then click the add icon.

1

3

3. Special Handling Instructions can be added to the text field.
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To move Selected items back to the Available box, click on the selection and then  
click the remove icon. To move all items from the Selected box back to the Available  
box, click the remove all icon.

Select FIPC

Alternatively, you may drag and drop items between the two boxes.

Select Save and Next to continue to the next step, Add Additional Information.
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Select Next to continue to the next step.

Select Extra Coverage 2
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The fifth step is  
Additional Request  
Information. The  
current user will  
automatically fill in  
as the primary  
Requesting Official.

Select Save and  
Next to continue to  
the next step,  
Deployment  
Information.

Add Additional Information

To edit or to add a secondary
requesting official, select the
edit icon in that row.

You also  
add/edit  
Security  
Folder  
Location  
and Official  
Personnel  
Folder  
Location  
with the  
edit icon.
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The sixth step is Deployment, which is entirely optional. Fill in the appropriate fields.  
Use the calendar icon to select a From Date and ToDate.

Deployment Information

Select Save  
and Next to  
continue to  
the next step,  
Summary.
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Use the drop-down menu to select a Country.

Select Country

If you select United States as the Country,  
use the drop-down menu to select a State.  
If you select a country other than United  
States, the State field is disabled.
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Select Create to send the investigation request.

Summary Screen (Continued)
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After selecting Create, the Investigation  
Request Submission Progress bar displays.

Create Button
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The Investigation Requests table on the Subject Details tab now has  
a new entry, and the statue is Initiated.

Investigation Initiation
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After an Investigation Request has been submitted the Initiate Request is  
grayed out under Subject Actions. This prevents another investigation  
from being initiated.

Initiate Request Grayed Out
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